Important Note:

Before you begin to write a business letter always do the following:

1) Make the line spacing 1.0 pt or single line spacing,

2) Make the paragraph spacing 0 pt before and 0 pt after.

3) Make sure to have 2 pt margins at the top for the letterhead.

4) Make sure to show your paragraph markers.

All of these formats are important so that you can edit your business letter correctly.

5) If you are doing a block business letter everything will be flush to the left margin. So make sure you align text left.

NOTES from Section 5 page 62 and page 65
Order of contents or parts of a business letter.

1) LETTERHEAD- Most Businesses have letterhead paper for business letters.

2) DATE 
a. If You type the date as a field you can update it- 9/23/2008 1:57:05 PM
b. To type a date as a field do the following: 

i. Insert Tab/Text Group/Date and Time Dialog Box

c. September 23, 2008- To create a field you need to select the checkbox update automatically or else it will insert as normal text.

d. A Field- Updates Automatically every time you open the text.

3) Mail Service Notation- How will it be sent? There are many forms such as CERTIFIED MAIL, REGISTERED MAIL, VIA FEDERAL EXPRESS, VIA COURIER, BY HAND.
4) Inside Address or Delivery Address- Where are you mailing the document? Be sure to include the name of the person receiving, the title, the company name, the street address, city, state, and zipcode.
5) Subject Line- RE, Regarding

6) Salutation- Greetings

7) Body- Introduction, Main Paragraph, Conclusion

8) Closing – Sincerely, Yours Truly, Cordially, Respectfully

9) 2 Spaces- He/She will sign in this place.

10) Signature Name- Frank Kaplan

11) Title of Position-Franchise Manager

12) Business E-mail

13) Company Name

14) Company Address

15) Reference Initials- Who wrote the letter.- Fk/yo Who typed the letter? The assistant Your Own Initials
16) Two lines

17) Enclosures- Other Items included? Enc. Encl.

18) Two Lines
19) CC- Copy to another person. Is anyone receiving a copy too?

20) BCC? E-mail? Blind Carbon Copy. Secret!!

OTHER NOTES:

1) Caps Lock- Capitalizes all the letters.
2) Change Case- Use the menu button Aa on the font group.

3) Replace words with different formats using the editing option.

